
OSS-550 • 1
REV. 6/78

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
HO. 1 4 1 Q

PACE
NO.l o f 3

Department of Public Safety and Correctional Services
Police and Correctional Training Commissions

Item
No. Description Retention

1.

2.

3.

5.

6.

NOTICE OF PROBATIONARY APPOINTMENT

These forms are completed by outside agencies
to provide information to the Training Commis-
sions on all new police and correctional offi-
cers.

CORRECTIONAL TRAINING PROGRAM FILES

Class rosters

Attendance sheets

Demerit and dismissal records

Records pertaining to students'failure to

complete the training program

Test results

Test scores

Test answer keys

Test questions

ANNUAL TRAINING SCORES

Annual in service training records and firearms

qualification records received from agencies.

TRAINING PROGRAM APPROVAL RECORDS

Training Course curricula

Records of program approval

MINUTES OF COMMMISSION MEETINGS

AGENCY PLANS, POLICIES AND DIRECTIVES

Retain in the agency for
10 years after completion.
Send to State Records
Center for 20 years and
then destroy.

Retain in the agency for

/S" years after end of

training class. Send to

the State Records Center

for Jlo years, and then

destroy.

Retain for 10 years after

training, then destroy.

Retain in the agency for

10 years after training.

Send to the State Records

Center for 10 years and

then destroy.

Periodically review and

transfer to State Archives.

Periodically review and
transfer to State
Archives.

I

Schedule Approved by Deportment,
Agency, or D M if on Representative

Schedule Authorized t<y
Hall of Records Commission



PORM-RM-1A
REV. 2/73

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE
NO. 1410

JAGS
NO. 2 or 3

Description Retention

10.

11.

12.

RESOURCE CENTER LOAN RECORDS

Film loan records

SUPERVISOR, ADMINISTRATOR, AND INSTRUCTOR TRAINING

Class rosters
Attendance sheets
Test results, Test scores
Test questions
Test answer keys

INSTRUCTOR CERTIFICATION RECORDS

Instructor application forms
Proof of qualifications
Correspondence and documentation used to
determine eligibility.

CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES

Correspondence between the Training Commis-
sions and police or correctional agencies
pertaining to the certification and training
of officers.

GENERAL ADMINISTRATIVE CORRESPONDENCE

Correspondence and miscellaneous
material pertaining to the general operations
of the Training Commissions.

BUDGETARY AND FISCAL RECORDS

Training Commissions budget documents
Purchase.Acquisitions, Purchase orders
Delivery receipts
Payroll records, Exception time reports
Expense accounts
Mileage sheets

Retain for 3 years oc until
Audit requirements have been
fulfilled. Then destroy.

Retain in the agency for IS
years after end of Training
class. Send to State Records
Center for 2o years and then
destroy.

Retain for 1.0 years after
expiration of certification.
Then destroy.

Retain for 10 years. Then
screen annually, and purge
materials no longer needed.

Screen annually and purge
material no longer needed.

Retain for 5 years or* -until
audit requirements have been
fulfilled. Then screen
annually and purge materials
no longer needed.



'fcrc"

FORM-RM-1A
REV. 2/73

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION SHEET)

No. Description

PAGE
3 of 3

Retention

13. FIXED ASSET INVENTORY RECORDS

Correspondence, paper records and computer
print-outs pertaining to maintenance of the
Training Commissions' fixed assets inventory.

14. EMPLOYEE PERSONNEL RECORDS

Individual employee personnel records
History cards
Official personnel forms
Address cards
Medical reports
Annual efficiency ratings
Documents supporting promotions

or reclassification.

Employee' hiring records
Certification eligibles lists
Interview records
Declination letters
Other correspondence pertaining to the
filling of vacancies in accordance
with State regulations.

Employee leave records
Daily time sheets
Summaries of leave earned and taken.

Retain for 4 years o r until
audit requirements have been
fulfilled. Then screen
annually and purge materials
no longer needed.

Maintain in office while
individual is employed with
Agency and for 5 years
after. Then destroy.

Retain for 4 years.
Then destroy files
no longer necessary for
conducting business.

Retain for 4 years c r. until
audit requirements have been
fulfilled. Then destroy.



lNSTRl*=TtQNS--TYP£ OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-t )

1 ." ARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P.O. BOX 27S

JESSU>, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACK / OF

>. UNIT

I ? I CAcTt 0 ro

DEFINITION-RECORD SERIES'
MPCMN

OF RSLATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
'CE AS WE1-L AS WETEMTtON AMD

*. RECORD SERIES TITLE S . EARLIEST YEAR/LATEST YEAR

/97ft TO

* . RECORD SERIES DESCRIPTION (—*•—-— OESCHIBS. TKE TYPES Or INPORMATION/DOCUMEMTS/PORM*
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE K M E S ]

These forms are completed by outside agencies
to provide information to the Training Commis-
sions on all new police and correctional offi-
cers .

DCS S 5 0 - 4 (FJEV1SED 2 / 8 7 )

7. RECORD SERIES FORMAT(S)

9 LETTER SIZE ° MICROFILM

3^^CAL SIZE O COMPUTER TAPE

^^PLr^D BOOK a FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

3 OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

0 NUMERICAL

0 CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECIFY)

1lm F1LE IS USED

• DAILY O WEEKLY Q MONTHLY

13. CURRENT LOCATION(S)(BUDG..FLOOR,ROOM)

IS. ACCESS RESTRICTIONS • YES Q NO
.-.{•F YES, CITE LAl(s) 4 RCQULAT1 ON ( S )

17. IS AN INDEX SYSTEM USEDT (n> YXS.C7LAIN
^ BRIEFLY AKO DESCRIBE ANY HARDIARc/ SOFTVARB )

a YES • NO

1 3. NAME AND TITLE OF PREPARER
(7. . A. Q^'Vy/o^

9. VOLUME
B FILE DRAWER(S)
• MICROFILM REEL(S)

47 D COMPUTER TAPEIS1
NUMBER D OTHER{ spec FY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

Z Yi. a MICROF11-M REEL(S)
OTHKBTT a COMPUTER TAPE(S)

Q orrwFBKPcriFYi

1 2 • FILE BECOMES INACTIVE AFTER

<?£ a MONTH(S) • YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEYHERET

tlF YES, SPECIFY /.SENCT OR OFFICE)
Q YES B NO

18. AUDIT REQUIREMENTS

• NONE 0 STATE 0 FEDERAL 0 INDEPENDENT

18. RECOMMENDED RETENTION

Retain in the agency for
10 years after completion.
Send to State Records
Center for 20 years and
then destroy.

20. TELEPHONE NUMBER 21. DATE

1

j

j

r
I

i

•



lf4STRtJCTlQNS--TYPg OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS S 5 0 - I ]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27*

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE X or

DEFINITION-RECORD SERIES A MOW OF RKLATKD KCOROfl NORMALLY PI LSD AND USSO AS A UNIT
» AS WB3-L AS WTTOTiew AND OIBFOSITtON JUMMflEI

4 . RECORD SERIES TITLE 8 . EARLIEST YEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION ( " I I I K r U T DKSCHI«« TKK TYFKS
IN TfrE SERIES.

OF" INPOKUATIOM/DOCUMBMTS/PORMS FOCHO
INCLUDK TMK PUKfOSC OH FUNCTION OF THK H R I M ]

Class rosters
Attendance sheets
Demerit and dismissal records
Records pertaining to students'failure to

complete the training program

Test results
Test scores
Test answer keys
Test questions

1 7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

0 CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

>. VOLUME
B FILE DRAWER(S)
O MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

I 0. ANNUAL ACCUMULAT1ON
• FILE DRA*ER(S)

_ O MICROFILM REEL(S)
marenr a COMPUTER

1 1 . FILE IS USED

• DAILY WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

(o • MONTH(S) a YEAR(S)
MLHIBBH

1 3 - CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

•30 &-T

14. IS RECORD SERIES DUPLICATED ELSEVKERET
(IF Yes, SPECIFY W E K C T OH OFFICE)
O YES B NO

IS. ACCESS RESTRICTIONS • YES • NO

( I F Y*S , C I T S U A V ( S ) a RKQULATION(S)
<O >

1 6 . AUDIT REQUIREMENTS

• NONE O STATE 0 FEDERAL 0 INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( I F YKS.EXPLAIN

BfMKFUY AND DISCRIBC ANT HARDIARC/ BOFTVARK )

YES NO

I S . RECOMMENDED RETENTION

Retain in the agency for
/.if years after end of
training class. Send to
the State Records Center
for '2O years, and then
destroy.

3 . NAME AND TUTLE OF PREPAREH
(I . A.

2 0 . TELEPHONE NUMBER 2 J . DATE

DCS 3 S 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(DOS SBO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE S~ OF

DEFINITION-RECORD SERIES-A aneuF or RSLATKD MCCOItOS NORMALLY Ft LSD AMD USKO AS A UNIT FOR
AM MCTKNTtON AND DlaPOSlTtOfl PmipagM •

j 4 . RECORD SERIES TITLE 5 . EARLIEST YEAR/LATEST YEAR
/9S7 TO 799/

. 4 . RECORD SERIES DESCRIPTION (•
III1"PUT OMCKIMC TK« TYTKS
IN "H-E SERIES.

Or INFOflUATtON/DOCXn«ENTS/FORMa FOUND
INCX.UOK TH« WMOSE OK FW4CTION OF TMK IKFtEI ]

TH fS,

FSCORO SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHAEETICAL

• NU>CRICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

• OTHER(SPECIFY)

. 8 >' ^

9. VOLUfrE

B FILE DRAWER(S)

• MICROFILM REEL(S)

0 COMPUTER TAPE(S)

OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

7 ° MICROFILM REEL(S)

TOBWlTa COMPUTER TAPE(S)
. O OTHFm cpgr irvl

1 1 FILE IS USED

G DAILY • WEEKLY MONTHLY

I Z . FILE BECOMES INACTIVE AFTER
1 Q MONTH(S) • YEAR(S)

13 CURRENT LOCATICN(S) ( BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVKERET
tiF YES, iKcirr /.aeKCT OK OFFICE]
a YES » NO

IS . ACCESS RESTRICTIONS • YES O NO
( I F r e s , C I T K LAS( S ) a REOULAT I ON ( s )

16. AUDIT REQUIREMENTS

• NONE Q STATE 0 FEDERAL a INDEPENDENT

IS AN INDEX SYSTEM USEDT (IF V1S.U7UIN

BRIEFLY AND OSSCRI BK ANY HARDIARE./SOFTVARE )
18. RECOMMENDED RETENTION

a YES NO A

3 . NAME AHD TITLE OF PREPARES

D«S 3 S 0 - 4 (REVISED 2 / 8 7 )

20. TELEPHONE NUMBER 2 1 . DATE

(2



IMSTPDCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU

t . TKFARTMENT/AGENCY
PUX5i-lC

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27»

MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACK ±L
J. UNIT

CEFINITION-RECORD SER1ES-A aitou* or RXLATKO mreoRDs NOMMLLY rtum AND usra AS A UNIT FOR
AM RKTKNTtOH AWO DISPOSITION PUWHQggg

4 . RECORD SERIES TITLE

TRAINING PROGRAM APPROVAL RECORDS
S . EARLIEST YEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION (

_ASZ i Of

IH THE SERIES.

TO

T W TYPKS Of INFORMATieN/DOCUaKMTS/PORMS FOOHO
INCLUOK TM« )>URI>OSC OX FUNCTION OF THC lEFTtCS]

/3 V

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

SIZE • COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTVER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL

a GEOGRAPHICAL

« OTHER(SPECIFY)

0y

9. VOLUME

• FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

HXJMBKn a OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

B FILE DRAVER(S)

I'/% ° MICROFILM REEL(S)
° COMPUTER
Q

1 I .FILE IS USED

• DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

( D MONTH(S) 8 YEAR(S)
UMBER .

13. CURRENT LOCATION(S) { BLDG. ,FLOOR,ROOM)

•3(3 34* /V

14. IS RECORD SERIES DUPLICATED ELSEVHERET

tip res, m e i r v /.aeKcv OR OFFICE)
a YES > NO

13. ACCESS RESTRICTIONS • YES O NO
Ijir r*a , CJTK LAR( I ) a RIOULATION( S)

I«. AUDIT REQUIREMENTS

• NONE 0 STATE D FEDERAL INDEPENDeNT

17. IS AN INDEX SYSTEM USEDT (IF YKS. EXFUA IN

BRIKFUY AND DBSCBIBB ANY HARDWARE/ SOFTWARE )

Q YES • NO

18. RECOMMENDED RETENTION

Retain in the agency for
10 years after training.
Send to the State Records
Center for 10 years and
then destroy.

'. 3. NAME AND T1TLE
Cl. A.

PREPARER 20. TELEPHONE NUMBER 21 . DATE

DGS 350-4 [REVISED 2/87)



I N S T R U C T I O N S - - T Y P E OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISES RECORD S ERI ES . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 3 8 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271 -

MARYLAND 20794

AGENCY RECORDS INVENTORY

SETINITlON-RECORD SERIES A OROUP OP MLATSD KCOROI NOnuU,Y Ft LSD AMD USKO AS A UNIT FOR
AB RTKNTION AMP OIBPOaiTICM !MHMK»gg. ;__

4 . RECORD SERIES TITLE

MINUTES OF COMMMISSION MEETINGS

8 . EARLIEST YEAR/LATEST YEAR

< TO <<r3ff

». RECORD SERIES DESCRIPTION l
mntmrur D««C*I«K
IN THE SERIES.

TMK TYF-KS OP INPORUATION/DOCUMKNTS/FORMS POUND

INC1.UOK TKK PURPO8C OH FUNCTION OF TMK BSIflKB]

O=P VJl-HCW H A S A T ©

7. RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

JJEG.W. SIZE O COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE ° VIDEO TAPE

OThER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

JL
NUMBER

Q FILE DRAWER(S)
• MICROFILM REEL(S]
Q COMPUTER TAPS(S)
» OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
I O MICROFILM REEL(S)

a COMPUTER TAPE(S)
• B

1 1 FILE IS USED

D DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
D MONTH(S) Q YEAR(S)

1 3 CURRENT LOCATION(S) ( BLDG .. FLOOR, ROOM)
-i C*E flr+J^Xi COS2-K& cno*j/*t. TlZA'*}"J& Cor«-n

14. IS RECORD SERIES DUPLICATED ELSEW-ERET
i i r YES, m c i r v W E N C T OR o r r i c s )

a YES • NO

I S ACCESS RESTRICTIONS • YES a NO
( i f YKS , CITS l_AW<») 4 RKOULAT1 ON { S )

1 6 . AUDIT REQUIREMENTS

« NONE 0 STATE D FEDERAL ° INDEPENDENT

17 I S AN INDEX SYSTEM USEDT ( I F Y K S . U J i | J M N

BRIKFLY AND O I S C n i B C ANY HAPOIARc/ SOFTWARK )

Y E S N O

1 8 . RECOMMENDED RETENTION

Periodically review and transfer to

State Archives.

t 3 . NAME AND TITLE OF PREPARER
R . A.

2 0. TELEPHONE NUMBER 21. DATE

DCS 5 S 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCTICMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION

580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- 7271 WATERLOO ROAD
"' •••••• -'- - P . O . . B O X 2 7 1 ;' ;-••••"••- •-••

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACK & OF 14-

». UNIT

=£FINITION-RECORD IBS A anoup ow RSJLATKO RKCSNOS NORMALLY FILXO AND USKO AS A UNIT FOR
AS RgyKWTIQW AND OlSFOStTtCM >m>iwnig« •

4 . RECORD SERIES TITLE

AGENCY PLANS, POLICIES AND DIRECTIVES
S . EARLIEST YEAR/LATEST YEAR

W*® TO

« . RECORD SERIES DESCRIPTION { •RIKPLT OKSCRIBK TKX TYPKS OF"
IN TJ-E SERIES.

INFORHATION/DOCUMKNTS/FORMS FOUND

INCI.UOK TKK FURFOSe Oil FUNCTION OF TMK SBKIES]

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

^^SGAL SIZE H COMPUTER TAPE

^0b(JND BOOK O FLOPPY DISK

3 AUDIO TAPE 0 VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

0 ALPHABETICAL

Q NUMERICAL

a CHRONOLOGICAL

O GEOGRAPHICAL

Q OTHER(SPECIFY)

1 1 • FILE IS USED hi//\

O DAILY • 1SEEKLY 0 MONTHLY

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)

I S . ACCESS RESTRICTIONS • YES • NO

s-Aj£ " * « , C1TK LAV(l) 4 RiauUkTION(s)

17. IS AN INDEX SYSTEM USEDT ( , F YES .KXFLA IN
BRISFI-Y AND OKSCRIBK ANY HARDIARC/ SOFTWARE )

a YES • NO

t 3 . NAME AND TITLS OF PREPARES
n • A. &fi-O\Hi>}3

l
9 . VOLUME

• FILE DRAWER(S)
. • MICROFILM REEL(S)

' a COMPUTER TAPE(S)
J n 3 = 5 E r 6 / O T H E R ( S P E C l F Y )

1 0 . ANNUAL ACCUMULATION
O FILE DRAWER(S)

/ a MICROFILM REEL(S)
kbVihfH a COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER
j ^ M ° MONTH(S) Q YEAR(S) ;

1 4 . IS RECORD SERIES DUPLICATED ELSEVHEfET ;
t l F YKS, SPECIFY AOENCY OR OFFICE) !
91 YES ^ NO <

1 6 . AUDIT REQUIREMENTS

• NONE 0 STATE 0 FEDERAL a INDEPENDENT |

I S . RECOMMENDED RETENTION [

Periodically review and transfer to i
State Archives. •

2 0 . TELEPHONE NUMBER

C3@O - y v ^ - JZ. "7 <z? <2>

2 1 . DATE

DCS 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



IHSTPIXT1QN3- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION fJCHFTWJU!
(DCS S 8 0 - I )

t^HEPARTMENT/J

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.P. BOX 27S *

MARYLAND 20794

/A/ /*iQr Co****

AGENCY RECORDS INVENTORY

PACK OF

». UNIT

DEFINITION'RECORD SERIES*A OROO»» O r RKLATKD RKCOROS NORMALLY Ft LSD ANO USKD
W T P f f t e w AMP DISPOSITION

AS A UNIT FOR

4 . SERIES TITLE

RESOURCE CENTER LOAN RECORDS

S . EARLIEST YEAR/LATEST YEAR

TO iq<u

«. RECORD SERIES DESCRIPTION { •RtlFLT DKSOtlSK TKX
IN THE SERIES.

TTPKS OF1 INPORMATION/DOCUMKNTS/PORMS FOUND

INCLUOK TKK PURPOSE OR FUNCTION OF TMK BKR1ES]

Film loan records

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE.

OTHER(SPECIFY)

/2. AnIT£T Of-PAt>En.

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

9 CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME
9 FILE DRAVER(S)
° MICROFILM REEL(S]
COMPUTER TAPE(S)

D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
(3 MICROFILM REEL(S]
a COMPUTER TAPE(S)
Q

1 1 FILE IS USED

• DAILY WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

3 • MONTH(S) 0 YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEVHERET
( I F YCS, SFTCIFY AOKKCT OR

a YES • NO

IS. ACCESS RESTRICTIONS • YES ° NO
( I F res, c m LAV|S] a RBOULAT I ON ( s)

1 6 . AUDIT REQUIREMENTS

• NONE > STATE 0 FEDERAL INDEPENDENT

17 IS AN INDEX SYSTEM USEDT ( | p Y(S.s>J>LAIN
BRISFLY AND DISCRIBI ANY HAROIARe/ SOPTRARB) IS. RECOMMENDED RETENTION

YES NO

3. NAME AND TITLE OF PREPAREH

R. A.
Zff. TELEPHONE NUMBER 2 1 . DATE

DCS 3 3 0 - 4 (REVISED 2 / 8 7



I USTRtjCT I QMS - >TYPE OH PRINT A
SEPARATE FORM FOR EACH NET OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(Dfi&SBO*! )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
1 • ' - • •-.-';/ r . o . ' B O X Z7% -••- •-•••• ••--:"

MARYLAND 20794

ARTMENT/AGENCY
ry
Ssrx. •

AGENCY RECORDS INVENTORY

CEF1N1TION-RECORD SERIES'
A OMOUF OF RKLATKO MCCORDt NORMALLY PI LSD AMO USKO AS A UNIT FOR

HgHCT AM WKU. AM RTTWJCTION AND Dtf lPOBITtMl

4 . RECORD SERIES TITLE
SUPERVISOR^ ADMINISTRATOR, AND INSTRUCTOR TgAWIW G

8 . EARLIEST YEAR/LATEST YEAR

5 . RECORD SERIES DESCRIPTION ( • " ' * * * • * O«SC*IBK THE "TMtS Or INrOmiATtON/DOCUMn«TS/FOIWS FOUNO
«H THE SERIES. INCLUOK TMK PURftOSE OH rOMCTtON OF THK IKITTES}

Class rosters
Attendance sheets
Test results, Test scores

Test questions
Test answer keys

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHAKTICAL

a NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

9

a FILE DRAWER(S)
a MICROFILM REEL(S)
D COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

jj a MICROFILM REEL(S)

COMPUTER TAPE(S (

11 . FILE IS USED

• DAILY WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

0 MONTH(S) B YEAR(S)

1 2 . CURRENT LOCATION(S) ( BUXS . . FLOOR, ROOM)

•30 StiT

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
( I F YES, SPECIFY /.aeKcr OR OFFICE)
a YES » NO

IS. ACCESS RESTRICTIONS • YES • NO

(lF_YES, CITS l_AW(s) * RXQULAT J ON ( 3 )
IS. AUDIT REQUIREMENTS

• NONE 0 STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F YIB.V7LAIN

BRISFLY AND OISCRIBI ANY HARDWARE/ SOFTWARE )

Q YES • NO

IS. RECOMMENDED RETENTION

Retain ifi the agency for I*

years after end of Training

class. Send to State Records

Center for 2S years and then

destroy.

1 3 . NAME AMD TITLE OF PREPAREH
R . A.

20. TELEPHONE NUMBER 2 I. DATE

DCS 3 S 0 - 4 (REVISSD 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION
(DOS 380-1 )

ARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT- DIVISION

7Z7S WATERLOO ROAD

P . O . BOX J7»

JESSUP. MARYLAND 2 0 7 9 4

A

AGENCY RECORDS INVENTORY

P A G E OF

J. UNIT

SETINITI ON-RECORD SERIES A OltOUP Or MLATKD nCOROfl NOmiAU.f W1UKB AND USSS AS A UNIT FOR
AM wcnwTiew AMP DISPOSITION ronM«gi •

4 . RECORD SERIES TITLE

INSTRUCTOR CERTIFICATION RECORDS

«. RECORD SERIES DESCRIPTION
•IN THE SERIES.

OF- INFORUATION/DOCUMMTS/FORMS FOUND
INCLUDK TKC PURFOSB QM FUNCTION OF TH« «B»TTES]

w s OP

Instructor application forms
Proof of qualifications
Correspondence and documentation used to
determine eligibility.

-r-c

! 7. RECORD SERIES FORMAT(S)

fl LETTER SIZE • MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTMER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHASTICAL

d NOCRICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLIAC

• FILE DRAWER(S)

• MICROFILM REEL(S)

Q COMPUTER TAPE(S)

0 OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

B FILE DRAWER(S)

f 0 MICROFILM REEL(S)

RT3BBBT a COMPUTER TAPE( S )

1 1 . FILE IS USED

• DAILY 0 WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

MUHIBEH
• MONTH(S) • YEAR(S)

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM)

j fa3

1 4 . IS RECORD SERIES DUPLICATED ELSEVKERET

t l F YES, SPtCIFY /.aeKCY OR OFFICE]

a YES a NO

I S . ACCESS RESTRICTIONS • YES

{jr r r s , CITS UAW(S) a RKOULAT J ON ( a)
1 6 ;

1 6 . AUDIT REQUIREMENTS

• NONE D STATE 0 FEDERAL INDEPENDENT

! 7 . I S AN INDEX SYSTEM USEDT ( | F YCS. KXFLAIN

BRISFUY AND DKSCR IBC ANY HAROIARC/SOFTWAKE )

YES NO

I S . RECOMMENDED RETENTION

Retain for 10 years after
expiration of certification.
Then destroy.

1 3 . NAME AND TITLE OF PREPARER

n. A.
A

2 0 . TELSPHONE NUMBER 2 1 . DATE

1Q I

D«iS 3 S 0 - 4 ( R E V I S E D 2 / 8 7 )



I MSTHtJCT 1 QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHFDUU

(DCS SBO-t )

I ARTMENT/ACENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
•• P.O. BOX 278 •• •—•—••-. ;-;

MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 70"" OF 14-

SEFINITION•RECORD SERIES A aitoup or RKLATKD MCCORDS NORMALLY FtLXD AND USSO A* A UNIT CO*
A» WKTKNTIOH AND OiaPCaiTION PUWMggl •

4 . RECORD SERIES TITUE

CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES

5 . EARLIEST TEAR/LATEST YEAR

iRCoS TO H q ;

5 . RECORD SERIES DESCRIPTION Iamtmn-'r B«»CHI«« TKK TYF«S OW INFORHATION/DOCUMKNTS/rORMS POUND
IN THE SERIES. INCLUOK THK PURPOSE OJ* FUNCTION OP TMK I B R C S J

Correspondence between the Training Commis-

sions and police or correctional agencies

pertaining to the certification and training

of officers.

7.

9

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOOK Q FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHAKTICAL

Q NOERICAL

a CHRONOLOaiCAL

a GEOGRAPHICAL

» OTHER(SPECIFY)

9 . VOLUME

9 FILE DRAWER(S)
• MICROFILM REEL(S)

Jf"4o Q COMPUTER TAPE(S)
NUMBeft a OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)

^ a MICROFILM REEL(S)
RtJUKWr a COMPUTER TAPE(S)

Q orrvuTTSf c»»e^! FVI
1 * FILE IS USED

O DAILY « WEEKLY O MONTHLY

1 2 • FILE BECOMBS INACTIVE AFTER

'Q> 0 MONTH(S) • YEAR(S)

13 CURRENT LOCATION(S) ( BLDC. .FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEVKERET
t l P « « , SPCC1P-Y AOEKCY OR OPTICS)
a YES • NO

!3 ACCESS RESTRICTIONS
( Y«S , cme ()

• YES Q NO
RCOULATION(S)

IS. AUDIT REQUIREMENTS

• NONE O STATE 0 FEDERAL INDEPENDeNT

!7 IS AN INDEX SYSTEM USEDT { | F Y M . U 7 U 1 N
BRISPI.Y AND DESCRIBI ANY HARDIARe/ SOPTWARK )

IS. FiECOMMENDED RETENTION

O YES NO Retain for 10 years. Then

screen annually, and purge

materials no longer needed.

3. NAME AND TITLE OF PREPAFiEH

a. A.
2 I . DATE

,3 c* lric> 1

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCTIONS--TYPE OH PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES.
WITH RECORDS RETENTION
(DCS SSO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727« WATERLOO ROAD
TP.O. BOX 27B

MARYLAND 20794

't* i nor Ca**ti*i-i^tO*4&

AGENCY RECORDS INVENTORY

OF t+-

1. UNIT

DEFINITION-RECORD SERIES A OltOUP OF RKLATSO CORDS NORMALLY PILED AND USKO AS A UNIT FOW
AS! wrrwmow AMP DISPOSITION ptn»»<»gg» •

4 . RECORD SERIES TITLE

GENERAL ADMINISTRATIVE CORRESPONDENCE

S . EARLIEST YEAR/LATEST YEAR

TO \c\c\\

S. RECORD SERIES DESCRIPTION ( SMIKFLY b l l C I I I I I TKS
•IN THE SERIES.

TYPC8 OF1 INFOmiATION/DOCUMKNTS/FOHMS FOUND
INCI.UOK THK PURPOSE ON FUNCTION OF TMK IERCS 1

Correspondence and other miscellaneous

material pertaining to the general operations

of the Training Commissions.

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK a FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

9 ALPHABETICAL

• NUMERICAL

0 CHRONOLOGICAL

Q GEOGRAPHICAL

S OTHER(SPECIFY)

9. VOLlftC

B FILE DRAWER(S)
• MICROFILM REEL(S)

O a COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION

I FILE DRAWER(S)
l/x a MICROFILM REEL(S)

a COMPUTER TAPE( S )

a tyrvwrq( «;pc-f I F Y ]
i 1 FILE IS USED

a DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
1 • MONTH(S) B YEAR(S)

13. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OH OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS • YES ° NO

(IF YES, CITE L-AV(S) * REGULATION! S)
TiTLS

I S . AUDIT REQUIREMENTS

NONE D STATE • FEDERAL a INDEPENDENT

17 I S AN INDEX SYSTEM USEDT ( | F Y I S . U 7 U 1 N
BRIEFLY AND OKSCR I BK ANY HARDIARC/ SOFTWARE )

18. RECOMMENDED RETENTION

a YES NO Screen annually and purge
material no longer needed.

'. 3 . NAME AND TITLS OF PREPARER

a. A.
20. TELEPHONE NUMBER 2 1 . DATE

DCS 3 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS SBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S VATERLOO ROAD
P.O. BOX 271 :

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACK

ARTMENT/ACENCY
i-LC.

J . UNIT

DEFINITION-RECORD .A ONOUP OF RSLATKD RKCORDS NORMALLY Ft USD AND USKO AS A UNIT FOR
c AS W L L AS WSTTKNTTON AND DISPOSITION PURPOSE* ' •

4. RECORD SERIES TITLE

BUDGETARY AND FISCAL RECORDS

8. EARLIEST YEAR/LATEST TEAR

TO mi

4 . RECORD SERIES DESCRIPTION ( •RIZPUY DKSCRISK
•IN THE SERIES.

TKS TYPKS Or INFOmiATtON/DOCXJMKNTS/rOKMS POUND
INCI.UDK TMC PUKPOSE OK FONCTtON OF TMK

Training Commissions budget documents
Purchase Acquisitions,' Purchase orders
Deliver/> receipts
Payroll records, Exception time reports
Expense accounts
Mileage sheers

7 .

3

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

l_£GAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OThER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

• NUMERICAL

Q CHRONOLOGICAL

O GEOGRAPHICAL

Q OTHER(SPECIFY)

9 . VOLUME

NUMBKK

• FILE DRAVER(S)
a MICROFILM REEL(S)
Q COMPUTER TAPE(S)
0 OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)

, a MICROFILM REEL(S)
RTJHWJT a COMPUTER TAPE(S)

• Q

11 FILE IS USED

Q DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
/ D MONTH(S) • YEAR(S)

-.3. CURRENT LOCATION(S) ( BLDG. . FLOOR, ROOM) M . IS RECORD SERIES DUPLICATED ELSEUKERET
(IF YES, IKCIPY AOCKCT OR OFFICE]

a YES > NO

IS. ACCESS RESTRICTIONS • YES ° NO
(IF Y«S , C1TJC I_A«(s) » RKQUUAT1 ON ( S )

IS. AUDIT REQUIREMENTS

D NONE B STATE 0 FEDERAL B INDEPENDENT

!7 I S AN INDEX SYSTEM USEDT { I F Y E S . V 7 L A I N
' B R I S K L Y AND DKSCR IBC ANY HAROIARC/ 8OPTTARE I

I S . RECOMMENDED RETENTION

Y E S N O

£C>U>ltiSr*5'--§ I+Av/S Qg-IB

M O

3 . NAME AND TITLE
Cl . A .

PREPARER

O/=-=-/CS75 -TT"

2 I . DATE

D G S 3 S 0 - 4 ( R E V I S E D 2 / 8 7 )



IMSTRDCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DCS 380*1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27S

MARYLAND 20794

AGENCY RECORDS INVENTORY

PACK >3 OF 14-

t^PCPARTMENT/AGCNCY
PutbJ-ic. ̂ A P e r y A

2 . DIVISION J . UNIT

i S-TCAT7 V S

DEFINITION-RECORD SERIES A OROUf* OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT
REFERENCE AS WELL AS RETENTION AND DISPOSITION MmMaei

4 . RECORD SERIES TITLE
FIXED ASSET INVENTORY RECORDS

5 . EARLIEST YEAR/LATEST YEAR

« . RECORD SERIES DESCRIPTION ( BRIEFLY DESCRIBE TUX TYPES OF*
•IN THE SERIES.

INFORMATION/DOCUMEMTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SKR1KS)

Correspondence, paper records and computer
print-outs pertaining to maintenance of the
Training Commissions' fixed assets inventory.

7 . RECORD SERIES FORMAT(S)

9 LETTER SIZE 0 MICROFILM

3 LEGAL SIZE • COMPUTER TAPE

• ^ H k M D BOOK O FLOPPY DISK

3 AUDIO TAPE Q VIDEO TAPE

C3 OTHER( SPECIFY)

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

B NUtERICAL

0 CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUhC

• FILE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)

0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

9 FILE DRAWER(S)

/ a MICROFILM REEL(S)

RTJBSSR" a COMPUTER TAPE(S)
. Q OTKFBI

1 1 . FILE IS USED

E DAILY WEEKLY • MONTHLY

• FILE BECOMES INACTIVE AFTER

/ D MONTH(S) • YEAR(S)
NUMBER

1 3 . CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM)

•3a &^*

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.aEKCY OR OFFICE)
• YES 0 NO.

I

IS. ACCESS RESTRICTIONS • YES • NO 16. AUDIT REQUIREMENTS

O NONE » STATE 0 FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF

BRIEFLY AND DESCRIBE ANY HARDIARe/ SOFTWARE ) 1 8 . RECOMMENDED RETENTION

a YES NO

1 9. NAME AND TITLE OF PREPAKER
R . A.

tf.

DCS S 5 0 - 4 (REVISED 2 / 3 7 )

20. TELEPHONE NUMSR 21. DATE



INSTRUCT IONS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITM n e e a m s acrfExrfcpi s n a ^ A E
(DGS 8 8 0 - 1 )

i .VBPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT- DIVISION

727S WATERLOO ROAD
"•' :•*•;."/• " P . O . B O X 2 7 S •-.'••• - ; : •"'

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION - \*'~ X.

•

AGENCY RECORDS INVENTORY.

• l ^ U N I T *•• '"•*•'••:'."••""•'.•.. •••' '•*,'•'•'•'.:'•:?••£

EKEOjnve CDi/z-scro*. '

DEFINITION-RECORD SERIES • * O B O t m O r «LATSD RECORDS NORMALLY PILED AND USED AS A UNIT FOR •
REFERENCE AS WELL AS RETENTION AND DISPOSITION P i n M l E I

4 . RECORD SERIES TITLE

EMPLOYEE PERSONNEL RECORDS
8 . EARLIEST YEAR/LATEST YEAR

— TO J5J?/

« . RECORD SERIES DESCRIPTION ( • " l * F * - r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J

(5E CO(23>S ' "̂  TH ( S £0*2.1 E& ' "J C-ti-UQ3 5 •

7. RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

N U * B "

• FILE DRAWER)S)
• MICROFILM REEL(S)
0 COMPUTER TAPE(S)
D OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)

/ O MICROFILM REEL(S)
RCTCTT ° COMPUTER TAPE(S)

1 * PILE IS USED

° DAILY • WEEKLY O MONTHLY

l2> FILE BECOMES INACTIVE AFTER

/ 0 MONTH(S) • YEAR(S)

1 3 . CURRENT LOCATION! S ) ( BLDG. ,FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
f i r YCS, 8FCCIFY /.OfKCT OR OFFICE)
• YES O NO -J)Q p _

IS

17

ACCESS RESTRICTIONS • YES O NO

,'"' Y r S. CITS !_*•(») * RKQULATIONIS]
IS. AUDIT REQUIREMENTS

Q NONE • STATE D FEDERAL INDEPENDENT

IS AN INDEX SYSTEM USEDT (|F YKS. BXFUAIN
BRIBFL.Y AND DESCR1 •• ANY HARDWARE./ BOFTWARK ) 18. RECOMMENDED RETENTION

'• a Y E S NO

19. NAME AND TITLE OF PREPARER

n. A.
20. TELEPHONE NUMBER

03® O

2 1 . DATE

Auaos-r -3-® /9<7)
DCS 3 5 0 - 4 (REVISED 2 / 8 7 )



18.

Maintain in Offfice wmxe
individual is employed witk
Agency and for 5 years
after. Then destroy.

Retain for 3 years.
Then destroy files
no longer necessary for
conducting business.

C
Oik until audit
requirements have been
fulfilled. Then destroy.

JAN. 0 6


